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An introduction to your Log Book
The Regu la to ry  Reform (F i re  Safe ty )  Order  2005 requ i res  the  ‘ respons ib le  person ’ fo r  a  p remises  to  ensure  tha t  a l l  f i re 
sa fe ty  fac i l i t i es ,  equ ipment  and  dev ices  a re  ma in ta ined  in  e f f i c ien t  work ing  o rder  and  in  good repa i r.  Add i t iona l l y,  where 
there  a re  employees ,  they  shou ld  be  p rov ided  w i th  adequate  sa fe ty  t ra in ing .  The Order  requ i res  tha t  tes ts ,  ma in tenance 
and sa fe ty  t ra in ing  a re  capab le  o f  be ing  aud i ted  to  ensure  they  a re  be ing  car r ied  ou t . 

Th is  f i re  sa fe ty  log  book  has  been prepared  to  ass is t  the  ‘ respons ib le  person ’ in  co-ord ina t ing  and  ma in ta in ing  a  f i re 
sa fe ty  record  keep ing  sys tem.   

Wh i ls t  th is  book  i s  no t  comprehens ive  i t  seeks  to  cover  the  ma in  requ i rements  fo r  demonst ra t ing  compl iance  w i th  cur ren t 
f i re  sa fe ty  leg is la t ion  in  respec t  o f  keep ing  f i re  sa fe ty  records .

I t  i s  recommended tha t  th is  log  book  i s  kep t  in  a  loose  lea f  fo rmat  w i th  new record  keep ing  pages  be ing  photocop ied  o r 
down loaded when requ i red . 

The log  book  shou ld  be  kep t  up  to  da te  and  read i l y  ava i lab le  fo r  inspec t ion  o r  aud i t  by  the  F i re  and  Rescue Serv ice  as 
and  when requ i red .

I t  should be noted that i t  is an offence for a person to knowingly make a false 
entry.

Useful telephone numbers

Fire fighting equipment 
maintenance and repairs

Emergency lighting 
maintenance and repairs

Fire alarm maintenance 
and repairs

Fire safety advice and 
equipment supplies 0800 612 6537

In an emergency dial  999

Building maintenance

Electrical equipment test 
engineers

Environmental health 
department

Health and safety executive
Fire & Audio Solutions
01282 787717



List of competent persons 
and Fire Wardens

Name

Deputy

Department Telephone Ext.

Name

Deputy

Department Telephone Ext.

Name

Deputy

Department Telephone Ext.

Name

Deputy

Department Telephone Ext.

Name

Deputy

Department Telephone Ext.

Name

Deputy

Department Telephone Ext.



Fire safety advice
The adv ice  g iven  be low is  in tended to  ass is t  you  and your  s ta f f  in  p revent ing  an  ou tb reak  o f  f i re ,  o r  i f  a  f i re  does  occur, 
ass is t  you  in  p revent ing  in ju ry  o r  unnecessary  damage to  the  p remises .

Means of Escape

Fi re  doors  a re  p rov ided  to  p revent  the  spread o f  hea t  and  smoke.  Keep them shut  when no t  in  use  and never  wedge or
prop  them open or  remove se l f -c los ing  dev ices .  I f  you  need to  keep f i re  doors  open use  an  approved f i re  door  re ta iner. 
Keep cor r idors  and  s ta i rways  c lear  o f  s to rage and was te  mater ia l .  Ensure  tha t  f ina l  ex i t  doors  can  be  read i l y  opened 
f rom the  ins ide  w i thou t  the  use  o f  a  key.  Keep areas  ou ts ide  f ina l  ex i t  doors  c lear  o f  obs t ruc t ions  a t  a l l  t imes .  A lways 
ensure  tha t  ex i t s  and  access  there to ,  wh ich  a re  no t  in  norma l  use ,  a re  c lear ly  ind ica ted ,  w i th  the  ex i t  s igns  v is ib le  f rom 
the  fu r thermost  par t  o f  a  room.

Fire Alarm

Always  ensure  tha t  the  f i re  a la rm sys tem is  in  work ing  o rder,  tha t  the  s ta f f  know how to  use  i t  and  what  ac t ion  to  take
on hear ing  the  a la rm.

Fire Extinguishers/Hose Reels

These are  in tended fo r  f i res  in  the  ear ly  s tages .  Ensure  tha t  a l l  s ta f f  know where  the  ex t ingu ishers  a re  s i ted  and  how to
opera te  them sa fe ly.

A lways  ensure  they  a re  inspec ted  and ma in ta ined  regu la r l y.  I f  you  have  se l f -ma in tenance ex t ingu ishers  ins ta l led ,  car ry 
ou t  v isua l  inspec t ions  in  accordance w i th  manufac tu re r ’s  ins t ruc t ions  and record  in  your  log  book .

Emergency and General Lighting

Ensure  tha t  a l l  l i gh t ing  sys tems are  checked and ma in ta ined  regu la r l y.  Rep lace  any  de fec t i ve  lumina i res  o r  components
immedia te ly.

Instructions to Staff  and Guests

Ensure  tha t  a l l  s ta f f  a re  aware  o f  the i r  respons ib i l i t i es  in  the  event  o f  an  emergency.  Ensure  tha t  they  know how to :

•	 Raise the alarm
•	 Call the Fire Brigade
•	 Know when not to tackle a fire
•	 Use a fire extinguisher correctly and safely
•	 Know the correct evacuation procedures for the premises
•	 Are aware of the contents of the Fire Risk Assessment

For  de ta i l s  o f  s ta f f  t ra in ing  courses  ava i lab le  th rough your  f i re  b r igade v is i t  www. f i reserv ices4u.co .uk

Guests

Ensure  tha t  a l l  gues ts /v is i to rs  to  the  p remises  a re  aware  o f  the  ac t ions  to  take  in  the  event  o f  an  emergency.  Premises
tha t  take  in  fo re ign  gues ts  shou ld  have  the i r  F i re  Ac t ion  Not ices  p r in ted  in  the  appropr ia te  language(s ) .

Electrical Instal lat ions

The misuse  o f  e lec t r i c i t y  i s  a  ma jo r  cause  o f  f i re .  O ld  w i r ing  shou ld  be  regu la r l y  checked and renewed i f  necessary.  You
may need another  r ing  c i rcu i t  to  cope w i th  the  inc reas ing  number  o f  e lec t r i ca l  app l iances  you  want  to  use .  Ensure  you
a lways  use  the  cor rec t  fuse .  Be fo re  you  go  to  bed  or  leave  the  bu i ld ing ,  pu l l  ou t  the  p lugs  o f  a l l  app l iances  no t  in  use .

Heating

Keep bo i le r  houses  c lear  –  do  no t  use  them as  an  ex t ra  s to re room.  Keep por tab le  hea t ing  app l iances  away f rom
furn i tu re  and  combust ib le  mater ia ls .



Open Fires

Do no t  use  f lammable  l iqu ids  to  s ta r t  f i res .  A lways  keep them secure ly  guarded.  Sweep ch imneys  tw ice  per  year,  more  i f
wood is  burned.

Smoking Materials

• 	 Be  v ig i lan t  in  a reas  where  peop le  smoke and prov ide  adequate  ash t rays .
• 	 Be fo re  leav ing  rooms wh ich  w i l l  be  unoccup ied  fo r  long  per iods ,  o r  in  wh ich  peop le  w i l l  be  s leep ing ,  make a  f ina l 

check  fo r  any  l igh ted  c igare t te  ends .  These may have  fa l len  in to  the  recess  o f  an  a rmcha i r,  o r  on  the  bed c lo thes 
when someone fe l l  as leep .

• 	 Empty  a l l  ash t rays  in to  a  non-combust ib le  was te  receptac le  and  ensure  tha t  a l l  debr is  i s  fu l l y  ex t ingu ished.

Business premises

Be aware of the common fire causes:

I t  i s  a  source  o f  hea t .  Get  fau l ts  repa i red  immedia te ly  by  a  competen t  e lec t r i c ian .  Swi tch  o f f  app l iances  a f te r  use .

Electricity:

Fi res  love  rubb ish  –  ge t  your  rubb ish  ou t  o f  the  p remises  and in to  meta l  b ins  (w i th  l i ds )  as  qu ick ly  and  as  o f ten  as
poss ib le .  Don ’ t  keep your  ex te rna l  rubb ish  o r  b ins  near  o r  ad jacent  to  your  bu i ld ing ,  as  rubb ish  f i res  a re  l i ke ly  to  spread
to  the  bu i ld ing .

Rubbish:

Smoking:

St i l l  the  most  f requent  f i re  s ta r te r.

Heaters:

Por tab le  hea ters  s ta r t  f i res  i f  no t  p laced care fu l l y  and  used w ise ly.

Dangerous Goods:

Arson:

Help  to  p ro tec t  your  p remises  f rom arson is ts  by  lock ing  away any  f lammable  l iqu ids  o r  gases .  E f fec t i ve ly  secure  your
premises  a t  the  end  o f  the  day  inc lud ing  any  ou t  o f  the  way  doors  o r  w indows tha t  a re  eas i l y  m issed.

Cor rec t ion  and  dup l i ca to r  f lu ids  and  a l l  aeroso ls  a re  e i ther  f lammable  o r  exp los ive .  Keep them a l l  we l l  away  f rom heat .
The care fu l  use  and s to rage o f  any  f lammable  l iqu id  o r  gas  i s  essent ia l  to  ma in ta in  a  sa fe  work ing  env i ronment .

What to do in the case of f ire:

On the  sound ing  o f  the  f i re  a la rm,  the  bu i ld ing  must  be  evacuated  fo l low ing  the  p reconce ived  evacuat ion  p lan .  When
leav ing  the  bu i ld ing  do  every th ing  poss ib le  to  reduce draughts  wh ich  may fan  the  f i re ;  i f  poss ib le ,  c lose  a l l  doors  and
windows.  Ensure  tha t  the  F i re  Br igade is  ca l led  immedia te ly  and  tha t  someone respons ib le  w i l l  meet  the  f i re  app l iance
when i t  a r r i ves .

DO NOT re-enter the building for any reason.



Visit  by a Fire Brigade Officer

Date  Inspecting Officer Officers Signature Comments

 





Fire alarm system
Fire alarm tests should be carried out in accordance with the manufacturer’s instructions and British Standard BS 5839-1:2025.

It is important that any testing of the fire alarm should
not result in a false signal of fire.

Weekly test by user – Carry out a test and examination to ensure that the system is capable of operating under alarm conditions, namely:

Operate a manual call point at approximately the same time each week using a different call point for each successive test. Where appropriate
inform the monitoring control centre prior to the test.

Quarterly inspection of batteries - Vented batteries and their connections should be examined by a person who is competent in battery
maintenance. Electrolyte levels should be checked and topped up as necessary.

Periodic inspections and tests by a fire alarm engineer - These should be carried out by a competent person, e.g. a fire alarm engineer.
Requirements for these inspections and tests will depend upon the type and design of the system but will generally be carried out six monthly.

Where a detection system without a panel is installed press the test button on the alarm or manual call point.

Fire detectors
i.   Carry out a regular visual inspection of each detector to check for damage, excessive accumulations of dirt, heavy deposits of paint and other
conditions likely to interfere with correct operation.

ii.  Each detector should be checked and tested for correct operation and sensitivity in accordance with the manufacturer’s instructions and the
current British Standard.

Measures to reduce unwanted alarms
False alarms will not only disrupt business operations but may also contribute to death or injury should Fire and Rescue Service resources be
deployed answering false alarms when they should be attending incidents where life or property is in danger. To reduce the probability of false
alarms on systems incorporating automatic fire detectors it is very important that a suitable system of testing and maintenance is in place. The
cause of any false alarm should be properly investigated with measures being taken to avoid a repetition.

Automatic door release mechanisms activated by the
fire alarm system

Weekly - In conjunction with the fire alarm test, check that all the fire doors are being released and closing fully into the door rebates.

Note - All checks, tests and maintenance including faults and remedial action taken, should be recorded. The date on which each fault is
rectified should also be recorded.



Fire alarm test records

Date
Fire Alarm Automatic Door 

Releases Remedial 
Action Needed

Date 
Completed Signature

Location / 
Number

Satisfactory 
Yes / No

Satisfactory Yes 
/ No





Fire extinguisher
inspection and maintenance

1. Routine Inspection by the User

I t  i s  recommended tha t  regu la r  inspec t ion  o f  a l l  ex t ingu ishers ,  spare  gas  car t r idges  and rep lacement  charges  shou ld  be 
car r ied  ou t  by  the  user  o r  the  user ’s  representa t i ve .  Th is  i s  to  make sure  tha t  the  app l iances  a re  in  the i r  p roper  pos i t ion 
and  have  no t  been d ischarged,  los t  p ressure  ( in  the  case  o f  ex t ingu ishers  f i t ted  w i th  a  p ressure  ind ica to r )  o r  su f fe red 
obv ious  damage.  The f requency  o f  the  inspec t ion  shou ld  no t  be  less  than  quar te r l y,  bu t  p re fe rab ly  month ly.  Any 
ex t ingu isher  no t  ava i lab le  fo r  use  shou ld  be  rep laced.

2. Annual Inspection, Service and Maintenance by a Competent Person

The user  shou ld  ensure  tha t  ex t ingu ishers ,  gas  car t r idges  and rep lacement  charges  a re  inspec ted ,  serv iced  and 
ma in ta ined  as  recommended in  cur ren t  Br i t i sh  S tandards .  These procedures  shou ld  be  car r ied  ou t  by  a  competen t  person 
capab le  o f  conduc t ing  them accord ing  to  the  recommendat ions  o f  th is  code and any  spec ia l  p rocedures  recommended by 
the  manufac tu re r  us ing  the  recommended too ls ,  equ ipment  and  mater ia ls  a t  leas t  annua l l y.

3. Intervals of Discharge

The recommended t imes ,  in  each  case  s ince  the  da te  o f  manufac tu re  o r  the  las t  ac tua l  da te  o f  d ischarge  ( tes t  o r
o therw ise)  o f  the  par t i cu la r  ex t ingu isher  body  (see  no te  be low)  a re  as  fo l lows :

Extinguisher Type Interval of Discharge

Water Every 5 Years

Foam (all Types) Every 5 Years

Powder (Gas Cartridge) Every 5 Years

Powder (Stored Pressure - Valve Operated) Every 5 Years

Powder (Stored Pressure - Primary Sealed)
Every 10 years and subsequently after a further 10
years and thereafter at intervals not exceeding 5
years.

Carbon Dioxide (all Types)

Self-maintenance extinguisers with 10 year warranty Replace the extinguisher after 10 years

Note  -  The  rep lacement  o f  par ts  does  no t  a f fec t  these  in te rva ls .  For  example ,  i f  the  hose  on  a  Carbon D iox ide 
ex t ingu isher  has  been rep laced a f te r  the  ex t ingu isher  has  been in  serv ice  fo r  6  years  ( f rom new)  then  the  d ischarge  tes t 
shou ld  be  a f te r  a  fu r ther  4  years .

For  more  in fo rmat ion  on  ex t ingu isher  tes t ing  p lease  re fe r  to  BS EN3 and BS 5306-3  Annex  A & B.

Self-maintenance extinguishers  shou ld  be  v isua l l y  inspec ted  in  accordance w i th  the  manufac tu re r ’s  ins t ruc t ions 
and the  resu l ts  recorded.



Fire extinguishers -  record of tests

Date
Result of Inspection  

Satisfactory / Faulty 
(Record Faulty Equipment ID No.)

 Remedial Action 
Taken

Fault Rectified 
(Date) Signature

 



Fire extinguishers -  record of tests

Date
Result of Inspection  

Satisfactory / Faulty 
(Record Faulty Equipment ID No.)

 Remedial Action 
Taken

Fault Rectified 
(Date) Signature

 





Fire hose reel
inspection and maintenance

The hose- ree l  tes t  shou ld  be  car r ied  ou t  in  accordance w i th  the  manufac tu re r ’s  ins t ruc t ions  and the  cur ren t  Br i t i sh 
S tandard

Annually  -  Each  hose- ree l  shou ld  be  comple te ly  run  ou t  and  sub jec ted  to  opera t iona l  water  p ressure  to  ensure  the 
hose  is  in  good cond i t ion  and  tha t  a l l  coup l ings  a re  water  t igh t . 

Note  -  A l l  checks ,  tes ts  and  ma in tenance inc lud ing  fau l ts  and  remed ia l  ac t ion  taken,  shou ld  be  recorded.   The  da te  each 
fau l t  i s  rec t i f i ed  shou ld  a lso  be  recorded.

Fire hose reels -  record of tests
Date Hose Reel 

Location Inspection / Test Remedial Action 
Required

Date 
Completed Name of Tester

 



Fire hose reels -  record cont. . .
Date Hose Reel 

Loacation Inspection / Test Remedial Action 
Required

Date 
Completed Name of Tester

 





Emergency l ighting
Emergency  l igh t ing  tes ts  shou ld  be  car r ied  ou t  in  accordance w i th  the  manufac tu re r ’s  ins t ruc t ions  and the  cur ren t  Br i t i sh 
S tandard .  

Daily  -  Where  there  i s  a  cen t ra l  power  supp ly,  car ry  ou t  a  v isua l  inspec t ion  o f  ind ica to rs  to   ensure  the  sys tem is  in  a 
ready  cond i t ion

Monthly– S imu la te  a  fa i lu re  o f  the  normal  l i gh t ing  supp ly  fo r  su f f i c ien t  t ime to  a l low a l l  l umina i res  to  be  checked fo r 
cor rec t  opera t ion .  Check  each  lumina i re  fo r  any  obv ious  s igns  o f  damage or  de te r io ra t ion ,  inc lud ing  the  c lean l iness  and 
genera l  cond i t ion  o f  lenses  and d i f fusers .

Annually  -  S imu la te  a  fa i lu re  o f  the  normal  l i gh t ing  supp ly  fo r  the  fu l l  dura t ion  o f  the  ba t te ry  and  car ry  ou t  a  check  o f 
the  charg ing  a r rangements  to  ensure  p roper  func t ion .

Note  -  A l l  checks ,  tes ts  and  ma in tenance,  inc lud ing  fau l ts  and  remed ia l  ac t ion  taken,  shou ld  be  recorded.   The  da te  on 
wh ich  each  fau l t  i s  rec t i f i ed  shou ld  a lso  be  recorded.

Emergency l ighting -  record of tests

Date Type of Test Remedial Action Required Date Completed Signature

 



Emergency l ighting -  record cont. . .

Date Type of Test Remedial Action Required Date
Completed Name of Tester

 





As these  sys tems are  no t  found in  the  ma jo r i t y  o f  p remises  th is  logbook  on ly  p rov ides  one page fo r  record ing  the
assoc ia ted  tes ts . 

There  i s  norma l ly  a  requ i rement  to  ma in ta in  a  spec i f i c  logbook  fo r  these  sys tems.  Check  w i th  your  ma in tenance
cont rac to r  o r  insurers .

You should enter tests and results in this log book.

1. 	 Water  and  a i r  p ressure  gauge read ings  on  ins ta l la t ions ,  t runk  ma ins  and  pressure  tanks  and water  leve ls  in 
e leva ted  p r iva te  reservo i rs ,  r i ve rs ,  cana ls ,  lakes ,  water  s to rage tanks  and a l l  gauge read ings  and leve ls  recorded.

2 . 	 Tha t  each  water  motor  a la rm has  been sounded fo r  a t  leas t  30  seconds .
3 . 	 Fue l  and  o i l  l eve ls  o f  d iese l  eng ines  used to  power  au tomat ic  pumps.
4 . 	 Tha t  au tomat ic  pumps s ta r t  when the  water  p ressure  i s  reduced to  the  spec i f ied  leve l  and ,  i f  powered  by  a  d iese l  

eng ine ,  the  o i l  p ressure ,  the  f low o f  coo l ing  water  th rough open-c i rcu i t  coo l ing  sys tems or  the  water  leve l  in  the  
p r imary  c i rcu i t  o f  c losed-c i rcu i t  coo l ing  sys tems,  and  whether  the  eng ine  w i l l  res ta r t ,  us ing  the  manua l  s ta r t  tes t  
bu t ton .

5 . 	 The  e lec t ro ly te  leve l  and  dens i ty  o f  a l l  l ead  ac id  ba t te ry  ce l l s  and  i f  the  dens i ty  i s  low the  ba t te ry  charge  i s  work ing 
cor rec t l y,  ensure  tha t  the  a f fec ted  ce l l s  have  been rep laced.

6 . 	 The  opera t ion  o f  the  mode mon i to r ing  sys tem fo r  s top  va lves  in  l i fe  sa fe ty  ins ta l la t ions .
7 . 	 The  con t inu i ty  o f  connec t ion  be tween the  a la rm swi tch  and  the  con t ro l  un i t  and  be tween the  con t ro l  un i t  and  the  F i re 

Serv ice  (usua l l y  v ia  a  remote  manned cen t re )  fo r  au tomat ica l l y  mon i to red  connec t ions .
8 . 	 The  cor rec t  func t ion ing  o f  t race  heat ing  sys tems prov ided  to  p revent  f reez ing  in  the  spr ink le r  sys tem.

Sprinkler System (the fol lowing should be checked)

Simula te  ac tua t ion  o f  the  sys tem and ensure  tha t  any  fans  and powered  exhaus t  ven t i la to rs  opera te  cor rec t l y,  smoke
dampers  c lose  (o r  open in  some sys tems)  na tu ra l  exhaus t  ven t i la to rs  open,  au tomat ic  smoke cur ta ins  move in to  pos i t ion
e tc .

Smoke Control Systems for Means of Escape

Miscellaneous Test and Checks

Weekly Tests

Smoke Control Systems to Assist Fire Fighting

Simula te  ac tua t ion  o f  the  sys tem and ensure  tha t  any  fans  and powered  exhaus t  ven t i la to rs  opera te  cor rec t l y,
smoke dampers  c lose  (o r  open in  some sys tems)  e tc .

Monthly Inspections and Tests

Arrange fo r  the  quar te r l y  inspec t ions  and tes ts  o f  the  spr ink le r  sys tem to  be  car r ied  ou t  by  competen t  persons ,
fo r  any  de fec ts  found to  be  logged and the  necessary  ac t ion  to  be  taken and ensure  tha t  cer t i f i ca tes  o f
sa t i s fac to ry  tes t ing  a re  rece ived .

Monthly Tests

Yearly Tests
Arrange fo r  the  annua l  inspec t ions  and tes ts  o f  the  fo l low ing  to  be  car r ied  ou t  by  competen t  persons ,  fo r  any
defec ts  found to  be  logged and the  necessary  ac t ion  to  be  taken and ensure  tha t  cer t i f i ca tes  o f  sa t i s fac to ry
tes t ing  a re  rece ived :

1 . 	 Spr ink le r  Sys tems
2. 	 Smoke Cont ro l  Sys tems



Miscellaneous -  record of tests

Date Items Tested  Satisfactory 
Yes / No Remedial Action Signature

 

The manufac tu re r ’s  ins t ruc t ions  as  g iven  in  the  assoc ia ted  ins t ruc t ion  manua l  o r  o ther  l i te ra tu re  shou ld  a lways  be  
fo l lowed.  I t  shou ld  be  no ted ,  however,  tha t  the  fa i lu re  o f  eng ines  to  s ta r t  up  read i l y  o f ten  a r i ses  f rom poor  ma in tenance 
or  de fec t  in  the  s ta r t ing  ba t te ry  o r  in  e lec t romechan ica l  appara tus ,  e .g .  re lays  incorpora ted  in  the  s ta r t ing  sys tem.

Dust  and  damp,  s ing ly  o r  in  combina t ion ,  can  have  an  adverse  e f fec t  on  e lec t romechan ica l  appara tus  and  i t  i s  there fo re 
impor tan t  tha t  a  sys tem o f  regu la r  c lean ing  and,  where  necessary,  ad jus tment  i s  car r ied  ou t .  Some par ts  o f  the  s ta r t ing 
sys tem may be  s i ted  where  they  a re  sub jec ted  to  v ib ra t ion  and  grea t  care  shou ld  there fo re  be  taken in  such  ins tances  to 
ensure  tha t  a l l  connec t ions  a re  mechan ica l l y  and  e lec t ron ica l l y  sound.  I t  i s  essent ia l  tha t  a i r  in takes  and exhaus ts  a re 
unobs t ruc ted .

Escape Route
Means o f  escape,  toge ther  w i th  the  measures  p rov ided  fo r  the  p ro tec t ion  o f  means  o f  escape,  shou ld  be  inspec ted  a t 
per iod ic  in te rva ls .  The  inspec t ions  shou ld  ensure  a l l  i n te rna l  and  ex te rna l  ex i t  rou tes  a re  unobs t ruc ted  and tha t  ex i t  door 
fu rn i tu re  and  f i re -door  se l f -c los ing  dev ices  opera te  e f f i c ien t l y.  Add i t iona l l y,  f i re  res is t ing  doors  and  par t i t i ons  shou ld  be 
in  sa t i s fac to ry  repa i r  and  a l l  sa fe ty  s igns  and no t i ces  shou ld  be  leg ib le  and  proper ly  d isp layed.

Note  -  A l l  checks ,  tes ts  and  ma in tenance inc lud ing  fau l ts  and  remed ia l  ac t ion  taken,  shou ld  be  recorded.   The  da te  on 
wh ich  each  fau l t  i s  rec t i f i ed  shou ld  a lso  be  recorded.

Generators



Miscellaneous -  record cont. . .

Date Items Tested  Satisfactory 
Yes / No Remedial Action Signature

 





Fire safety training and dri l ls

Fire safety training must be given to employees so that they are aware of the fol lowing:-

• 	 What  to  do  i f  they  d iscover  a  f i re
• 	 How to  ra ise  an  a la rm in  the  event  o f  a  f i re .
• 	 What  to  do  i f  they  hear  the  f i re  a la rm
• 	 Where  f i re  ex t ingu ishers  a re  loca ted  and how to  use  them ( i f  i t  i s  sa fe  to  do  so)
• 	 Escape rou tes  f rom the  bu i ld ing
• 	 The whereabouts  o f  the  evacuat ion  assembly  po in t (s )
• 	 How to  ca l l  the  F i re  and  Rescue Serv ice
• 	 Ar rangements  fo r  the  evacuat ion  o f  peop le  w i th  spec ia l  needs
• 	 The dangers  assoc ia ted  w i th  the  obs t ruc t ion  o f  f i re  ex i ts  and  the  wedg ing  open o f  f i re  res is t ing  doors

Safety training should be given:-

• 	 A t  the  t ime they  a re  f i r s t  employed
• 	 On the i r  be ing  exposed to  new or  inc reased r i sks
• 	 A t  per iod ic  in te rva ls  as  appropr ia te  (a t  leas t  annua l l y,  depend ing  upon the  na tu re  o f  the  r i sk )

Record of f ire safety training & dri l ls

Date Date of Appointment Type of Training / 
Evacuation or Drill Date Name of Trainer

 

Fire safety training

Fire safety dri l ls
These shou ld  be  car r ied  ou t  a t  the  in te rva l  shown be low and conduc ted  to  s imu la te  f i re  cond i t ions  i .e .  one  escape rou te
obs t ruc ted .  No advance warn ing  shou ld  be  g iven  o ther  than  to  spec i f i c  s ta f f  fo r  purposes  o f  sa fe ty  and  the  avo idance o f
a  fa lse  ca l l  be ing  made to  the  F i re  Br igade.

Six Monthly

Res ident ia l  p remises ,  p laces  o f  en te r ta inment ,  la rge  shops  and depar tment  s to res .

Yearly

For  indus t r ia l  and  commerc ia l  p remises .

Remember  tha t  these  a re  the  usua l  m in imum requ i rements  and  your  own Company/Organ isa t ion  F i re  Po l i cy  may
s t ipu la te  more  f requent  d r i l l s  such  as  Res iden t ia l  Care  Homes to  ensure  a l l  s ta f f  a re  invo lved  a t  leas t  tw ice  a  year.



Record of f ire safety training & dri l ls cont. . .

Date Instruction Person Recieving 
Instruction

Nature of 
Instruction Signature

 





Miscellaneous f ire safety check l ist
For  Area  …………………………….. . . .

Comple ted  by  . . . .………………………

Dated ………………………….. . .…. . . . .

A re  Escape Routes  and  cor r idors  c lear  o f  rubb ish  and obs tac les Yes No

Are  a l l  F i re  Ex i t  doors  un locked and f ree  to  use Yes No

Is  a l l  f i re  f igh t ing  equ ipment  in  p lace Yes No

Are  a l l  F i re  Safe ty  s igns  in  good order Yes No

Are  the  Evacuat ion  Not ices  p rominent  in  each  room Yes No

Do the  F i re  Doors  c lose  fu l l y  and  f i rm ly Yes No

Are  a l l  F i re  Doors  c losed  and no t  wedged open Yes No

Are  a l l  computers  sw i tched o f f Yes No

Does the  e lec t r i ca l  w i r ing  appear  to  be  sa fe Yes No

Has a l l  rubb ish  been c leared  away Yes No

What  ac t ion  needs  to  be  taken:
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